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_ J]Jice Memomndz;m o UNITED STATES GOVERNMENT

TO : Chief, Records Management & Distribution Branch DATE: 25 July 1951

FROM

SUBJECT:" Microfilming Equipment

les A partial review was mede of miorofilming projects either under way
or proposed for CIA offices in the Washington Area to determine microfilm
camera requirements for the next severel montha. The review excluded jobs
performed by the Reproduction Branch of Administrative Services or by various
covert offices. The review excluded also, work performed in CIA Field
Offices | loverseas for which miorofilming equipment is supplied
from CIA Headquarters.

2+ The equipment requirements for CIA for the next year cannot be
determined with certainty with the informetion available, However, on the
basls of what is known, and supported by the attachments, it is concluded
that:

ae Three additional rotary or flo-film cameras will be required
for at least the next ten months. (Annex A).

bse Owe additional flat bed camera must be available for
occasional use. (Annex A),

¢e A considerable saving of money can be made by the substitution
of Recordak rotary cameras for the two Burroughs cammeras which are now
rented.

d. CIA owns enough flat bed camera units of various types to
handle ocoasional short run jobs. (Annex C).

6, Miorofilming is expensive and should be undertaken only
after all the factors of cost, arrangement snd use of the paper records
and the miocrofilm copies have been considered., (Annexes B and D),

f« Informetion necessary to the scheduling of camera use and
equipment procurement is not assembled in a control point. Microfilming
work may be performed either by CIA Offices or by the Reproduction Branch
and miorofilming equipment may be procured without the knowledge of elther
the Area Records Officer or of the CIA Records Officer,

g+ It 1s essential that the CIA Records Office have knowledge

of microfilming work performed so that he may certify that pertinent
provisions of law have bsen complled with,
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3« Reocommendations:

8es With relation to mierofilming equipment it is recommended
that:

(1) A complets record of all microfilming equipment in CIA
be provided the CIA Records Officer.

(2) All ordere for additional equipment be reviewsd by the
CIA Records Officer for approval or disapproval.

(8) The Burroughs camers assigned to Project M1l, at a rental
of $100 a month be replaced with a Recordak Rotary camera, Model
RE=1 to be rented for $42.50 a month.

(4) The Burroughs camera assigned to Projects M 24, M 7 and
M 10 at a rental of $100 & month be replaced with a Recordak Rotary
camera Model RE-~1 to be rented for $42.50 s month,

(5) One Diebold Duplex Flo-film camera be purchased for a
spare ocamera to be located in Records Management for use on a
wide variety of jobs whioh may require the £léxibility of a camera
which will use either 16mm or 35 mm film.

(6) Two additional Recordsk Notary camera Models RE=1 be
rented for use on Projects M 6, M 12, M 13 and M 32.

be With relation to the ocontrol of microfilming work, it is
recommended that:

(1) A1l miorofilming work be undertsken only with the approval
of the CIA Records Officer.

(2) The CIA Records Officer assign Project numbers to all
requests for miorofilming work and maintain eontrol records over
such projeots.

(3) CIA Offices be required to submit progress reports to the
CIA Records Officer on approved projects,

CNFITEATAL
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Micro!'tIming, Cuoslo

16mm Rotary Comera = 18 to 1 Redued ion

CAMSRA - Oripinel Cost 33850 (Dot “alien 10 yro.) = #385.00 yr.
BetimaUing use ab 290 gpn por yry = 1,54 por day

CA' 52A OPIIATCR
13 3 labor . $10,16 per man day

é FILM CClle
: 1 operstor films an averare 2,700 images per day

16mn film averares 2,400 images per 100 ft.

1 operator filme 3,75 100 ft. reels per day

1 roll of :ilm costs (excluding processing) $2.55

Film procecsing by CIA (consldering space, equipment and

ghop laborg cogis 1.1 per 100 £t roll -

11m cost per day /3.75 r-1lls X ($2,55 + $0.,13)/ = $1, 5 poer day
INSPECTION AND LABLLLING

Average of e per roll - 7,0 rolls per day

j with G5 3 1-ter @ 1G,1¢  man Jdg ; ‘
3 3.75 rolls will réquirc . /% days gﬁl@.lG = $5.44 > '“I’i;éiiéﬁ“/
‘. » }’.O / (/I’ :k F. /M.'u’ lvli'('
| TOTALS
‘ Camern 1.54

Operator 10,16

Film (Including procossing) 10,05

Film (Inspoc! -t ot Labellnd) 5044
$27.19

Costs per image #2' .19+ 9,700 = $.00302

B. 3% o Camera 1Ll tu 1 reduction
Tosts for 2,000 Image

Camera : 73
Operator 10,15
"1m {Including Processin:) 32,08
“iim (Inopeeted and La'- ' 1) 2

$5737

'8 per imnge 52,37 & U,000 = A oosg2
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